Town of Lancaster

OFFICE OF THE TOWN ATTORNEY Kevin E. Loftus
Town Attorney
21 Central Avenue kloftus@lancasterny.gov
Lancaster, New York 14086
PHONE: (716) 684-3342 Janice Korzeniewski
FAX: (716) 681-7475 Clerk Typist

Town of Lancaster, NY
Employment Opportunity

THE TOWN OF LANCASTER IS AN EQUAL OPPORTUNITY EMPLOYER
RESIDENCY PREFERED

The Town of Lancaster is accepting applications for the position of Clerk part-time temporary in the Town
Attorney’s Office. Please see the job description below regarding specific job duties and requirements.

Good knowledge of office terminology, procedures and equipment; working knowledge of business arithmetic
and English; working knowledge of the functions and organization of the agency to which assigned; ability to
understand and follow oral and written instructions; ability to write legibly; dependability; clerical aptitude;
tact and courtesy; physical condition commensurate with the demands of the position.

The clerk will utilize computer systems and equipment to complete assigned clerical tasks, prepares form
letters, answers telephone, takes messages, files correspondence, memos, reports and acts as a receptionist.

Completed employment applications and resumes may be mailed or delivered to:
Office of the Town Attorney
Kevin Loftus, Town Attorney

21 Central Avenue
Lancaster, NY 14086

Any questions may be directed to Kevin Loftus at kloftus@lancasterny.gov or (716) 684-3342.

Posted: May 15, 2020
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